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1946 the proceduée‘ outlined below ~ill be put into
p :
ial basig/j:{x order to de\-lOp a satisfactory

; Effective 1k Octobe

efifcet on a tcntative and

C.I.f- ajuturl for thc ‘handlin of. xmitten conunum.catlons » except cables, The. .

proccdnrc for handllnrr cables i ‘/bc, tm .;ub,jcct of a 1atc,r adnunlstratlve

25X1 order, | lis\detailed, in addition to his other

dutivs, as a speeial rovrcucn 'atlvo of\the Executive to the Dircctor for.:
) . — . : - ' : . ! 2
yi the purposce of supervising ghd vlacin: inke offcet the systom outlined belowr,
- N . .

ch chanzes in the

2]

He is authorized to male tentative systenm as may be

ﬁcccssary from timé to time until a final systed is de veloped. It is
rcalized that tho t&.nta.t Ve syutem il havo doi‘(,ct.z that mu.,t be corrocted..
All concerncd nuut bear in mnd that the ooj\.ctlvcs‘m thm ac.runlutr,_.tlve
7proc<,durc. are to 'oro\rldc, security for uritten communlc“tlon.,, to crocd:.t»
" the flow. of muturlal and the handling of C, I G. buulmss, and to cxpedite
the flowr of incoming int‘.llimncc informa tion to. tha Offlcc of. Ruocarch |
and Evaluation, .

SECTION T

Cr:. urU :

1. CENIRAL REGISTRY SZeTION

The' Cuntral Ru'ri.;try, a nuCLlOn und\,x the Gornrunlcutiom Division
of the Pa.zx,onnul and .\dnlnl.,tr ‘L:Lon ermch ‘.gll havla' the AfOllQﬁflhs orzani~
D.th)'),u-]. units: - B ‘
| a. Incom'irig' Unit .

b. Snucial Distribution Unit

G Distribution Uriit..l /

.

1" . . . O . U
€., Contral Records Unit ) DT N

&
.

2. Information Distriwution Unit: S
N 7

.
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Thl Ceatral Rug Lutr" A1l ruceive and dispateh all incoming and out=

.

aoing naeterial for C. IL@}.; orzeent ‘cableosy ll classifw'for rezdy referonce
Lor f111n~ 21l inconming uﬂd outzoinz natvrial' ‘1ll'ninta1n fll 5\01 all‘
moterial, oce pt i uulli*uncc information; and ° '111 orov1do officer and one
“1isted courier survice for C. LG+ -

2. UUTFOR:: FILIIG SYSTELI

The Central Registry Section, Communicatidnq Diviéidn, Porsonnel
and Administration Branchné“ill ¢stablish a uniform filinv system for thz in-
'formntlon ond guidance of all oiflceu of G. I.&? in tho fllln” of natnrlal,
other than cables and intellice nc» infonmation. Th» Contral Ru01stry Suctlon

=111 publish and distribute thy procedurcs for the- estaolishmuﬂt of such

systom to bo called the "C.I.M flld vlubSlflCatlon Systoem,

3. OFFICI 4D STAIF :ESSAGE CENTIRS

v

Each office of C.I.ﬁu and appropriate staff branches and divisions.

i1l naintain Message Centurs. Tho’orﬁaniiation‘aﬁd‘fungtidning'of these

. T~s" age Centers <:ill be undur thu dlrbcthﬂ of Assistant Directors for their

ot
&

offices and ¢f hesds of approprlate"staff ¢chelons,
L. IE353GIRS A'D_COURITRS |
The Ccntfal RcwistrQ Scctjdn ”il? Qrovidc sccure cnwriers for the
handling of c0ﬁnunicatlons and other papcrs botiein the OfflCO and Staff

licssage C;nt;rs, and botroen C.I.B and co rtaln outuldu agencics, The

. Central Rogistry 2sill inform all céncorned of the sch¢dulcb on “Hich thesc

courisrs oparato} Thu.dcvolopﬁcnt ofvthé system for ?he dglivury of papcers | <
siithin the offices and staffJechcions of C.I.f is luft to the discrution of
officc and staff hoods oonccrpcd;: ‘
5. C.IK-~ ADDRESS ‘
Inconing matorial for the Contral IntoXlifence %em( 3111 be

) Cuntrul'IntvlligunCu Group
Co " (Neme of gct1v1tj)

' W W@-J*/:zoESth
S 5t el Virgheld Avenudy o,

Jadhinwton 25, D C.
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of the purson making thg, rﬁut:mb. S

¢s The File Card -J'lll tl,xen‘b\, fllvd in numerical sequence by CIG

. Control Uur-‘b‘.r. In the casc of the Offlcc Message C.nter of the Office -of

Resuareh and Dvaluztion o .dditi:sm.l copies of the .card are furnished. In

additi-n to the CIG Contrel Numbor filo, thut office will filc one copy of

chs form by YSsurec"; the third comy will be attached tn the ey of the dicument

which is forsarded to tho Intellizence Librarr (if no capy is aveilable for -

rect routing to Libre.ry the third comy will be attached to the ruted copy

vihich 1q designated as the Library File c*»‘/). Upon recoipt in the Lior...ry of

JRE this cony of thu form wrill be romoved *’hcn tho basic Intulllucncc Library
il Classification hhs bu.n datermined for the roport, This classification
will be wrdltten over tho face of the third copy of the File Qard and reoturned

shrough the 0ffice Message €enter ‘to Centr‘al 'Rogistf;r, where a notation on

the CIG Control Number Card will be made of the ORE cle.ss:i_ficatiqn.'

SECTION V.

’

.OUTGOII'IG INTELLIGENCE REPORTS

[

Intullizence reports prqurb and oub‘l ishced in Cx.ntn.l Intvlli c.ncc%cj

will be distri butod in the fo'lerm”' manners

17. Offn.co 2f Collection: and Disscninabion will furnish the Spocial

dissenination of cach C.I.ff publication.
18. Aftcrpublicatinon all copics of ‘bho repaTt wiil bo £ forardod o

Specizl Distribution Unit o Dlstrlbu'blon Unit, depending wpon Lhc classifi-

T catlon of the rmort, hh«.ro distribution wrill be made auto matically a.ccordln._,

: t) tho dissL,m:Lna'La.on orders. v

-

FCR TUT DIRICTOR OF O ITRAL INTELLIGRICE:

Colonel, C.C
_Bxacutive for Forsonnel

e - and ud]"llnls‘tl‘ tion i
S, " Yo . L
oy Seall= 3 sl
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